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And no wonder—electricity does 

the work—helps today’s smart 

women of letters turn out such 

truly beautiful work in so little 

time, with so little effort and so 

pleasing to the boss. 
Mlemingtor. Fran 
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THE CASE OF THE 


i W O 7 DIARY by 
YOUR GIRL FRIDAY 


. . and AFTER she read the first few pages . . . was HER face red? It was. She had underestimated her boss. Here's what was 


IN that HOT diary: 

‘My secretary keeps complaining about what she calls ‘eye fatigue’. Says reflected glare on harsh typing paper 
and the black print on white paper slows her down to a walk by the end of the day. Well . . . even | have heard 
of Panama-Beaver ‘“‘vision-engineered"’ products. Even | know about those COLORED Panama-Beaver Hypoint 
Carbon papers. They're soothing to the eye and harmonize with all paper. The Panama-Beaver Lustra Colorful inked 
ribbons do the same . . . scientifically harmonizing with letterheads and all forms. And take those EYE-SAVER 
Unimasters for spirit duplicating. Their tinted jackets avoid any glare. Easy on the eye, yet the typing stands out 
and they produce ‘brilliant copies in amazing numbers. | am surprised that my secretary... 


Well, our Diary snatcher, pink cheeks and all, wasted no time asking her office neighbor about Panama-Beaver. In no time a 
highly competent and accredited representative called to demonstrate the exclusive features the boss had known about all along. 
Now, don't wait for the Boss to write you up in his diary. Just fill in the coupon below. Do it now and you'll receive absolutely 


FREE Panama-Beaver's outstanding eraser that helps you ‘‘erase without a trace”. 


— Mail Coupon Now! ___W,. 
(on your company letterhead) S-c 1 

MANIFOLD SUPPLIES CO. 
19 Rector Street, New York 6, N. Y. l 
| want to see rape goon the exclusive color : 


/ harmony fi P Be Products and 
AC! at the same time receive my FREE Panama-Beaver 3 


eraser. 





PANAMA-BEA vER 
Vobd anitn 


Coast to Coast Distribution 


MAnIFoLp SupP.Es Co. 
19 Rector St. New York 6, N. Y. 





Name. 


Cc. 





iP 


Street. 
‘ 
I 








City. 
State. 


——. | 


Phone. 





EYE-SAVER UNIMASTERS * LUSTRA COLORFUL INKED RIBBONS 





MERIDIAN EVR-FLAT.CARBONS * 





The Olivetti Lexikon Electric lets you 
type the world’s most beautiful letters, 
so quickly and clearly that compliments 
pile up the way work used to! (And the 
automatic switch shuts off the motor 
when you forget.) The Olivetti Lexikon 
Standard is every bit as handsome, and 
has many exclusive features to make 
life pleasanter for typists. Olivetti 
Corporation of America, 580 Fifth Ave- 
nue, New York 36, New York. 
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7. are many thousands of 


business enterprises in the United States today that had a 
small beginning, and similar business organizations are com- 
ing into being every day. Whether a product is being manu- 
factured or a service provided, each such business can only 
succeed if the consumer is satisfied. For a business to con- 
tinue on the road to success, the products manufactured 
must be kept up-to-date and the services provided must 
always be just a little better than those previously supplied. 

A professional organization such as The National Secre- 
taries Association (International) can well be classified as 
a small business which has, over a period of fifteen years, 
grown into a big business. Way back fifteen years ago, each 
secretary, when accepted for membership, became a stock- 
holder in a new corporation. As in any business, some of 
the original stockholders “sold” out by discontinuing their 
membership, but many thousands more “purchased” stock 
in NSA by becoming members. 

Being a professional organization, we do not have a 
product to sell but we have many services to give to our 
stockholders. But even so, such services cannot be provided 
without a source of revenue. Prior to the time the member- 
ship gained control of NSA, we supplied the funds to op- 
erate an organization but our dividends were very minor. 
Now that the membership of NSA is the leading stock- 
holder, the revenue received from initiation fees and annual 
dues is returned to the stockholders. Such dividends are 
distributed in the form of Association committee releases, 
special education releases, the policy and procedure manual, 
informative letters from the board of directors and each 
vice president, annual subscription to The Secretary, Asso- 
ciation membership pin, to name a few. 

It is probably true that most individuals budget both their 
time and their money in today’s busy world. Such is also 
true in NSA. It takes a system, and like all business systems, 
this system based on a solid foundation, too, begins in dol- 
lars and cents. The elected officers of our Association, and 
the membership as a whole, live under bylaws adopted by 


(continued on page 31) 
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Appearance Always Counts 


Whether you're typing business letters on land, sea or even 
in the air (yes, Virginia, there are flying carpets), the impres- 
sion they create has to be the right one. That’s why discern- 
ing secretaries everywhere depend upon Columbia Ribbons 
and Carbons to give that special note of correctness to their 
office correspondence. Columbia Ribbon and Carbon. Man- 


ufacturing Co., Inc., Glen Cove, N. Y. 


@ 
RIBBONS AND CARBONS 
CLASSIC + SILK GAUZE + MARATHON + COMMANDER 
. TITAN 


PINNACLE ° RAINBOW ° DH&D 








by DR. MARY VIRGINIA MooreE, 
Assistant Professor, Department of Business Education 
and Secretarial Studies, Michigan State University; 
Educational Consultant for The National Secretaries 
Association (International). 


In a world completely mad for 


many people and at least somewhat frenzied for a great 
many others, it seems logical that news of readily obtainable 
and seemingly successful tranquilizing drugs should be en- 
thusiastically received across the land. And the news has 
been enthusiastically received as indicated by the prediction 
that retail prescription sales of tranquilizer drugs may be 
more than 125 million dollars this year and will double that 
figure in 1957. 

This information loses any surprise element it might have 
had when we examine evidences of our efforts to find tran- 
quility. Last year we consumed over eighteen million tons 
of aspirin. During the past eight years the number of 
alcoholics in America increased by thirty percent to bring 
the total to four and one-half million; and of this number, 
many began serious drinking with one desire—to find tran- 
quility. In addition to drugs and liquor, we've been buying 
a wide variety of gadgets, visiting doctors and psychiatrists, 
and reading vast amounts of peace-of-mind literature— 
seeking tranquility. 

Certain members of our citizenry believe they have found 
the best answer to their problems in the Miltini. The 
Miltini is a six- or seven-to-one Martini in which one of 
the most common tranquilizing drugs, Miltown, is substi- 
tuted for the olive. Here’s a concoction designed to give the 
individual enough zing to face life’s problems and at the 
same time calm him down when he becomes too much em- 
broiled with his problems. 


The Need for Tranquilizers 


We have many reasons to hope for favorable reports in 
the use of tranquilizing drugs. For example, mental health 
is considered by many to be America’s number one health 
problem. Surely every resource must be utilized to restore 
to effective living as many as possible of the alarming num- 
bers of individuals who are now in mental institutions and 
to prevent fulfillment of the prediction that one of every 
twelve children born today will spend some part of his life 
in a mental institution. Let us hope that tranquilizers will 
serve as one of the important resources. 

Under such captions as “Slow Down Before You Blow 
Up,” our newspapers and magazines frequently remind us 
that our physical as well as our mental well-being is at 





Tranquilizers 


stake when we push ourselves too hard. Tranquilizers are 
being prescribed to curb the high incidence of many diseases 
which are too frequently removing too many of our valu- 
able citizens from active and fruitful lives. We can hope 
for favorable results in this area too. 

And we can be glad that the medical profession, govern- 
mental agencies, drug manufacturers, and others are actively 
engaged in research programs designed to gain a more com- 
plete understanding of the efficacies of these drugs and the 
results of their use. Typical of the concern is the fact that 
this year the National Institute of Mental Health will use a 
two million dollar Congressional appropriation for testing 
new drugs. 

There seems little doubt that research will indicate favor- 
able results in the use of tranquilizing drugs, particularly 
in the treatment of mental illness, alcoholism, and certain 
types of tension which lead to mental and physical illness. 
At the present moment, however, neither the medical pro- 
fession nor any other authoritative source makes any claim 
that there are or will be panaceas which hold the real an- 
swer to the enigma: how shall we deal effectively with life’s 
problems? So before we rush to the nearest doctor to obtain 
a prescription to end our tensions and anxieties (or to the 
nearest bar for a Miltini) perhaps we should do a little 
“research” too. 


Our Past Has Not Been Characterized by Tranquility 


In terms of recorded history, we are not far from our 
frontier life, even though the years have been so full of 
great developments and achievements that it sometimes 
seems our founding fathers must have lived many centuries 
ago. What were the characteristics of our pioneers? And 
how did they approach the complex problems involved in 
building this great country? Frederick J. Turner, in his 
book, The Frontier in American History, has recorded a fine 
description of our pioneers when he says “. . . to the frontier, 
the American intellect owes its striking characteristics. That 
coarseness and strength combined with acuteness and in- 
quisitiveness; that practical, inventive turn of mind, quick 
to find expedients; that masterful grasp of material things 
...3 that restless, nervous energy; that dominant individual- 
ism ...; and withal that buoyancy and exuberance which 


comes with freedom... 
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This description does not imply the word tranquility in 
terms of a typical dictionary definition: “free from agitation 
or disturbance, quiet,” nor does it imply the words “take it 
easy,” “forget it,” “relax.” It is difficult to imagine our pio- 
neers, or any individual for that matter, living rich, effective 
lives in a totally quiet, relaxed state. To contribute toward 
the solution of our problems and the achievement of our 
objectives we must be concerned. Concern leads to discon- 
tent and a healthy discontent toward improvements. 

It is quite true that the frontier presented vastly different 
conditions and different problems than does our twentieth 
century life; and it may even be true that conquering a 
natural wilderness was easier than will be the conquering 
of a moral wilderness. But it is important to be reminded 
that the great accomplishments in our nation and in the 
world in all areas have not been brought about by the 
totally relaxed, by those who have been “free from agitation 
or disturbance.” 

To cite one example: women voted for president for the 
tenth time last November; and, believe me, their right to 
vote came about not as the result of perfunctory legislation 
but after a rigorous battle for the privilege. Those girls 
must have looked pretty silly in their unprecedented street 
parades; and they must have spent a great many sleepless 
nights after listening to the taunts of family, friends, and 
the press. But because they had the courage to question 
tradition and because they fought the battle through, wom- 
en had the right to vote in November—the right to influ- 
ence decisions which affect all of us. It is interesting to 


observe that Susan B. Anthony, the leading suffragetce, who 
was denounced as a social menace, threatened, ridiculed, and 
hated, lived through 86 years—and, if history is correctly 
recorded, quite happily. 


Today's ''Pioneers" 


But let's talk about today’s pioneers, and there are many. 
What are their characteristics? First of all, they have a 
healthy kind of tension. They are ever alert, even vigilant, 
as they examine today’s issues. They know that the chal- 
lenges of life can never be met by the totally relaxed, and 
they know that life is most meaningful when they con- 
sistently give it all their resources. 

And second, they are responsible individuals. They do 
not absolve themselves from accepting or dealing with their 
own problems or those of the community in which they 
live—and this community may well be the world; but be- 
cause they have a pretty clear concept of their abilities and 
their objectives, they direct their efforts effectively. 

Because they recognize themselves as social beings, they 
freely accept a responsibility in solving or alleviating the 
problems of others who for one reason or another are less 
independent—the ill, the poor, the maimed, the friendless. 

Third, theirs is as dominant an individualism as any 
frontiersman ever had. This characteristic is even more im- 
portant today than it was 150 years ago for the simple 
reason that conformity seems to be the order of the day. 
They know that conformity in such matters as obeying the 


(continued on page 30) 





BECAUSE THE BOSS JUDGES YOU by the letters you give him, isn’t it 


lKee- 
lox 


Hibbons 


Designed to 


ribbon changes. 


you prefer . . . and discover for your- 
self why this Silk ribbon by Kee Lox 


a 
ST ” 
is indeed the Ribbon of Ribbons. = === —<~ 


Distributed by Kee Lox branch offices in 
major cities and by authorized dealers. 


KEE ox 


make a good 


impression 


We suggest you try a SilKeeLox rib- 
bon... in just the degree of inking 


aggravating to have your typing skill frustrated by a ribbon that doesn’t do 
you justice? This won’t happen if you use a SilKeeLox ribbon. And the one 
who receives a letter typed with a SilKeeLox ribbon will think well of the 


company and the man who sent it. 


But the attractiveness of your work is only one of several reasons for using a 
SilKeeLox ribbon. The fineness of the fabric which means better originals 
also means better carbon copies. The same fineness 

of fabric permits 50% more yardage on the spool— 
hence much longer wear and fewer 





The Secretary: The First Lady 
of Industry and Commerce 


Dept. $257 
Rochester 1, N. Y. 


MANUFACTURING COMPANY 
Carbon Papers and Inked Ribbons 


OVER 50 YEARS OF GOOD IMPRESSIONS 





The following is published 
in the interest of Brotherhood 
Week, February 17-24, 
sponsored by the National 
Conference of Christians 

and Jews. 








... that people shall live ae 
one family of man 


Brotherhood Week 


E.. nearly 25 years, the Na- 
tional Conference of Christians and Jews has sponsored a 
nation-wide observance of Brotherhood Week. The Presi- 
dent of the United States is Honorary Chairman and mil- 
lions of Americans participate. 

Brotherhood Week is only a part of the work of the 
National Conference which is a civic organization engaged 
in an educational program for better human relations 365 
days of every year. It enlists Protestants, Catholics and Jews 
who—without compromise of conscience of their distinctive 
and important religious differences—work together to build 





fund raising 


is FUN! 


Join the many NSA Chapters now using our novel 
fund-raising plan! Sell beautiful costume jewelry. 
Liberal profits! No Investment! Samples on Approval. 
Write for details: 





NU-VOGUE JEWELRY CO. 
P. O. Box 923 
North Attleboro, Mass. 
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better relationships among men of all religions, races and 
nationalities. 

NCC]’S work has been called “as American as the 4th 
of July.” 

Basic Beliefs 

NCCJ believes that brotherhood is giving to others the 
same dignity and rights one claims for himself. 

NCCJ believes that brotherhood can be made a normal 
and natural part of everyday living. 

NCC] believes that brotherhood can be achieved without 
seeking a union of religious bodies and without weakening 
the loyalties or modifying the distinctive beliefs of any 
creed. 

History 

The National Conference of Christians and Jews was 
founded in 1928 by Charles Evans Hughes, Newton D. 
Baker, S. Parkes Cadman, Roger W. Straus and Carlton 
J. H. Hayes. In 1934 a Denver, Colorado priest, Monsignor 
Hugh McMenamin, suggested the idea for Brotherhood 
Week. It was first observed as a single day in that year. The 
National Conference has sponsored the observance since its 
inception. 

Purpose 

The purpose of NCCJ is stated in its by-laws: “... to 
promote justice, amity, understanding and cooperation 
among Protestants, Catholics and Jews, and to analyze, 
moderate and finally eliminate intergroup prejudices which 
disfigure and distort religious, business, social and political 
relations, with a view to establishment of a social order in 
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which the religious ideals of brotherhood and justice shall 
become standards of human relationships.” 


Organization 


The Board of Directors of the NCCJ is made up of 200 
members of nearly equal numbers of Protestants, Catholics 
and Jews. They represent most geographical areas, and 
many economic, ethnic and social groups of the United 
States. The Board has complete policy power and the 
authority to decide budget, raise money, elect officers, au- 
thorize contracts and appoint committees and commissions. 

Serving under the board are five national commissions 
and many national and local committees working in these 
fields: 

Schools and colleges Community organizations 

Churches and synagogues Labor and management 

Mass communications 


Programs 


Programs administrated by the various commissions are: 
Student conferences Distribution of literature 
Teacher workshops Scheduling group leaders 
Leadership training and speakers 

Seminars in industry Recordings and slides 
Human relations centers Research and publication 
Motion pictures of studies on causes and 


Film strips 

Institutes for all groups 

News material for mass 
communications 

Feature material for mass 
communications 


remedies for prejudice 
Consultants for easing 
tension situations 
Consultants for setting up 
programs for building 
brotherhood 


Books for Brotherhood 


Scope 
NCCJ maintains 62 regional offices which serve 330 
chapters. NCCJ is associated with World Brotherhood, a 
world-wide organization it helped to establish in 1950. 
World Brotherhood offices are located in New York, Toron- 
to, Honolulu and Geneva and supervise the work of more 
than fifty chapters throughout the world. 


Support 

NCC] is supported entirely by voluntary contributions 
from individuals and organizations. Its yearly budget is 
approximately $2,250,000. 

Former Chairmen 

Former Brotherhood Week Chairmen include: Harold E. 
Stassen 1946; John G. Wiant 1947; Robert P. Patterson 
1948; Nelson A. Rockefeller 1949; John L. Sullivan 1950; 
Eric Johnston 1951-52; Roger W. Straus 1953; Thomas E. 
Braniff 1954; Ben Duffy 1955; Harvey S. Firestone, Jr. 
1956. 


(continued on page 31) 
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| you want 


Webster Quality 
Carbon Papers 


* Exclusive Scale Edge prevents running 
over. This uncoated numbered edge makes 
carbon handling easier and cleaner too! 


* Stays flat in extreme temperatures. Each 
sheet smooth and flat for uniform han- 
dling. 


* Weights and finishes to fit your individual 
typing requirements. 


At stationers everywhere 


Make it clear... 
you want 
WEBSTER’S DURAMETRIC 


MULTI KOPY. 


CARBON PAPERS 





Free Sample. Fill out the coupon and staple to 
your company letterhead. 
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F. S. WEBSTER CO. 
9 Amherst Street, Cambridge, Massachusetts 


Gentlemen: Please send me a sample of Webster’s 
Durametric Carbon Paper. 
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| (make of typewriter) 

TE I CI ois sss See carbons. 
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CLASSIFIED ADVERTISEMENT 





SECRETARIES WHO can ana- 
lyze handwriting earn more, be- 
come vital part of company's op- 
eration. Grapho Analysis—in use 
more than 25 years—gives secre- 
taries who are our graduates and 
members prestige, income, suc- 
cess. Many earn substantial fees, 
part, full time. Others use grapho 
analysis to understand their boss- 
es, other office help, families, 
neighbors, children. Growing 
field, uncrowded, fascinating sci- 
ence and profession. Free illus- 
trated trial lesson sent with full 
details. No obligation. 


IGAS, Inc., Dept. 621, 2307 S. 
Nat'l Station, Springfield, Mo. 








Now MAY BE 
the Time... 


to renew your chapter’s subscrip- 
tion to The Secretary for your local 
library, business school, college, or 
chapter honorary member. Be sure 
to send your request for renewal 
(and check for $3) to: 


The National Secretaries Assn. 
222 W. 11th Street 
Kansas City 5, Missouri 











ATTENTION ... 


NSA MEMBERS ! 
CHANGING YOUR NAME? 
Moving to another state .. . 
another town . . . another street? 


THEN please notify your NSA 
Executive Secretary. 


Miss Helen J. Boyle 

National Secretaries Association 
222 West 11th Street 

Kansas City 5, Missouri 


After correcting her records, Miss 
Boyle will immediately forward 
the information to the circulation 
department of THE SECRETARY. 
Since all address changes must 
clear through National Headquar- 
ters, please do NOT send name or 
address changes direct to the pub- 
lisher. 
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“In the beginning, God...” 


The Philosophy 


of Parliamentary Law 


| a is in the 


eyes of the beholder” as a very wise per- 
son once said. It is not something which 
comes to us over night, but is developed 
by experiénce, by observation and prac- 
tice. The “beholder” has in his posses- 
sion, the key. 

“In the beginning God created the 
Heaven and the Earth...” With these 
words from the book of Genesis, the 
story of Creation begins. The earth was 
without form, and dark, until God said, 
“Let there be light.” He called the light, 
Day; and the darkness, Night. This was 
the FIRST DAY. God's next step in the 
Creation was the Firmament, which He 
called Heaven. This was the SECOND 
DAY. Then came the dry land—the 
Earth—with grass, herbs, and trees. This 
was the accomplishment of the THIRD 
DAY. He filled the waters with fish and 
fowls flew about in the air, on the FIFTH 
DAY. Beasts of the earth, and cattle He 
created; and finally, in the image of God, 
He created Man. God saw everything 
that He had made, and it was very good. 
And the evening and the morning were 
the SIXTH DAY.” 

As we reread the awe-inspiring story 
of Creation, and analyze the manner in 
which it all came about, is it not very 
evident that God, Himself, placed His 
stamp of approval on ORDER, and the 
deliberate attention to one thing at a 


time? One of the underlying principles 
of parliamentary law is to do things, one 
at a time. Other principles are justice 
and equality, abiding by the rule of the 
majority, and respecting the rights of the 
minority. In other words, the practice of 
the Golden Rule, observing the spirit 
of the law as well as the letter of the 
law. What better time for all to resolve 
to strive toward this end than at the 
beginning of the New Year. Norman 
Vincent Peale’s advice for 1957 is that 
“if you will make the four words, ‘In 
the beginning, God’ your basic philoso- 
phy, and take them as your motto for 
1957, it will not make any difference 
what problems will come to you during 
the year; for indoctrinated with such a 
great all-conquering idea, you can be 
victorious over any problem.” 

It has been said that parliamentary 
law is hoary with wisdom and dignity. 
Rooted back in the remote ages of an- 
tiquity, it has come down to us through 
a process of evolution modified by ac- 
cumulated experiences of deliberative 
assemblies throughout the centuries. The 
fundamentals of it constitute the corner 
stone of democratic, or self-government. 
Thriving in an altogether unfriendly and 
foreign soil centuries before Christ, un- 
der the very eye of despotic rule, parlia- 
mentary law, as it became known later, 
may well be said to have been the 
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mother of democracy. 

Strange as it may seem, parliamentary 
law in definite form (although not 
called by this name) may be traced back 
to the Amphictyonic Council of Greece, 
three hundred and fifty years before 
Christ. The preoccupation of the Am- 
phictyons with the procedure of assem- 
bly rules, which we now call “parlia- 
mentary law,” developed an awareness 
of the virtue of civil rights and justice 
for their own inhabitants as well as for 
others, and thus sowed the seeds of 
democracy. Actually deriving its name 
from the English Parliament, when King 
Edward I in 1295 assembled the first 
model one, and since has been called the 
“Father of Parliamentary Law,” a plain, 
consistent system of rules, based on com- 
mon sense and founded upon certain 
fundamental principles, has been modi- 
fied and adapted to the use of all types 
of deliberative groups. For those of us 
who practice parliamentary procedure in 
our various meetings, it is both interest- 
ing and gratifying to know that it was 
Thomas Jefferson, vice-president of the 
United States in 1796, who wrote and 
published the first Manual of Parliamen- 
tary Practice that was ever used by Con- 
gress. Both Houses of the Congress have 
continued to be guided by Jefferson’s 
manual; each, however, drawing up its 
own rules according to its particular 
needs. 
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by Mrs. C. R. LARIMER 
Registered Parliamentarian 
National Association of Parliamentarians 


Every organization with a worthwhile 
objective, worthy purposes and a goal to 
reach, should practice good parliamen- 
tary procedure in order to expedite busi- 
ness, to keep order and to maintain 
justice so that the objective, the purpose 
and the goal for which it is organized, 
may be realized. Good procedure makes 
it possible to ascertain the will of the 
majority, to transact business with an 
economy of time, impartiality, order 
and accuracy. 

A knowledge of parliamentary law is 
almost a prerequisite to membership in 
any type of organization in this day and 
age, when participation is the rule rather 
than the exception. Such knowledge gives 
one poise, provides correct methods and 
forms of expression, and inspires respect 
and admiration of others. Alexander 
Pope has said, “A little learning is a 
dangerous thing,” so it behooves one to 
watch and study correct procedure be- 
fore making the serious mistake of copy- 
ing a certain procedure they may have 
observed at some time, which may have 
been entirely incorrect. It is essential to 
know we are right, and then proceed. 

General Robert, the author of Robert’s 
Rules of Order, Revised, and reputed to 
be the most generally used authority for 
many organizations, has placed in his 
work a most practical and reasonable 
piece of advice to all who participate in 


(continued on page 30) 






or perhaps 
we should say 
“file-keeper”’ ... 


For good business housekeeping is largely 
a matter of good File-keeping. 

Scatteration filing has no place here. The 
best practice is to use Accopress Binders 
and Accobind Folders to keep all your 
papers in order—safely filed, neatly filed, 
ready to find. Acco filed papers are bound 
papers—the only system that insures safety, 
saves time, space, and money. 

Ask your stationer to show you the ad- 
vantages of Acco-Binding—the easier, sure 
way to good business housekeeping. 


ACCO PRODUCTS, Ine. 


Ogdensburg, N. Y. 
In Canada: Acco Canadian Co., Ltd., Toronto 











You'll Love Life 
In EUROPE! 


And now you can take the vacation 
you'll never forget! 


You're one of the women who make 

American business hum! And you like the 

good things in life. In Europe you'll thrill 

to plays, fashions, concerts, castles, cathe- 
drals, paintings, fascinating costumes and 
customs, quaint shops and intriguing peo- 
ple! .. . You'll love every minute of your 

European adventure. And you can start it 

now! 

Mayfair Series—Europe—13 Countries 
38 Days — $945 — Sailings July 31, 
Aug. 28, Sept. 24 

Fine Arts—Europe—14 Countries 
61 Days — $1195 — Sailing June 14 

Round the World—13 Countries 
39 Days — $1995 — Leaves June 23 

Custom-Made Independent Travel 
For small groups of friends — Europe 
— South America — Orient 

Write for FREE Information: 


Louise 
Americans Abroad Travel Service 
317 14th Ave. S.E., Minneapolis 14, 
Minn. 
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DOROTHEA L. CHANDLER 


Dean, Institute for 
Certifying Secretaries 





N ow that you have 


had time to test all your New Year's 
resolutions and to determine which ones 
you have the will power to carry out, I 
should like to think that one of the 
strongest resolutions for those who will 
take the CPS examination in May might 
be, “I shall study to make a high score 
on Section V.” Unfortunately, many sec- 
retaries who review for other sections of 
the CPS examination do not give atten- 
tion to Section V, Secretarial Skills. 

I have seen some of the papers both 
as proctor and as a member of the In- 
stitute, and I wish it were possible to 
reproduce several papers here, without 
identification, to show some of the mis- 
takes made in Section V. Many secre- 
taries in the past have apparently thought 
it unnecessary to review their shorthand 
since they have been taking and tran- 
scribing dictation for years. However, 
unless a secretary has kept up her short- 
hand skills by taking a variety of dicta- 
tion not only for her own employer, but 
for meetings, she may find that both 
vocabulary and speed have suffered over 
the years! Thus, the secretary who has 
allowed her shorthand to deteriorate 
should review before the examination 
to have the confidence required to take 
unfamiliar dictation and transcribe it 
accurately and rapidly. Teachers who 
have trained shorthand and typewriting 
students to meet the goals of standard- 
ized tests know that students should 
have a margin of speed beyond the rate 
to be required in the test—that margin 
should be 20 to 40 words a minute to 
give an examinee poise under unfamiliar 
circumstances. Any examinee who has 
this extra skill can sit back, relax, and 
enjoy the examination. 

In addition to taking dictation several 
factors combine to make a mailable 
transcript. Every secretary knows the 
importance of spelling, punctuation, 
word division, proper hyphenization, and 
neat erasing. Yet, some of these act as 
stumbling blocks when a secretary has 
to work rapidly. For those who wish to 
review grammar, punctuation, and other 
points required in correct transcription, 
the bibliography prepared for CPS can- 
didates gives several suggested books. 
Every office should have good reference 


books, and these should be used to keep 
correspondence in line with the best 
modern usage. 


WORDS. How often do you consult 
a dictionary that is NEW to determine 
whether you are using a word properly, 
spelling it in the preferred way, or di- 
viding it correctly? Great care should be 
used in dividing words; during the last 
year I have seen many letters in which 
words were incorrectly divided on the 
right margin. There are many rules, but 
a few simple ones can be applied easily. 
Perhaps one rule that you learned in 
typing and shorthand classes provided 
for dividing words as they are pro- 
nounced; another warned that two letter 
syllables should not be separated from 
the remainder of the word, while still 
another told you that a one-letter syllable 
should not be separated from the 
remainder of the word. 


Recently I have seen re used with a 
hyphen before the word take; retake and 
retell are two of the many words begin- 
ning with re that should be typed as 
solid words. Words in which the first 
letter after re is e require the hyphen— 
re-enlist, re-emphasize, re-establish. 

LETTER STYLES. While many peo- 
ple do not like the full block style let- 
ter with the date line and all subsequent 
lines beginning at the left margin, the 
style does save time, and often the per- 
son who dislikes it at first, soon becomes 
one of the staunchest advocates of the 
style. 


Open punctuation has been taught 
and used for many years, yet a surprising 
number of offices have not adopted this 
style that requires mo punctuation after 
the salutation or after the complimen- 
tary closing. It is strange that most of- 
fices readily adopt new machines, but 
resist using new letter patterns—some 
of those NEW patterns have been 
around for more than 25 years! 


One good illustration of changing 
usage is that after an Attention line the 
salutation formerly considered correct 
was Gentlemen since the letter was ad- 
dressed to a company and called to the 
attention of an individual; however, now 
it is considered correct to use either 
Gentlemen or Dear Mr. Person’s Name 
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taken from the Aftention line. 

ABBREVIATIONS. One of the most 
popular abbreviations to be used in busi- 
ness letters in the last few years is Ms. 
to designate a woman either Miss or 
Mrs. In every office it is necessary to ad- 
dress correspondence to women when 
the correct title is not known. 

When I recommend Ms. as a helpful 
little abbreviation, a few members of my 
audience invariably ask whether the 
recipient might not consider the usage 
an error! It seems to me that if you use 
Ms. on the envelope, Ms. in the inside 
address, and Ms. in the salutation, the 


recipient should not consider all three 
typographical errors! Many of the pro- 
fessional men and women who have 
heard the suggestion (which is not 
original—it appears in print! ) have ac- 
cepted it readily as the solution to some 
of their problems of giving a title to 
women whose marital status is not 
known to dictator or typist. 

These are only a few of the pointers 
that reference books can provide to help 
the busy secretary do a better job. 

The correct use of a large vocabulary 
is one of the assets that I wish for each 
secretary in 1957. 


WAYS TO GUARD 
YOUR HEART 





| See 
your 





doctor 















ee ee oe ey. Ty 9 
APY ' i ») Control 
Dies, |  ) your weight 


Southeastern District 












Alabama Division 3 
Time: May 24-26 Get 
Place: The Reich Hotel, Gadsden 
Hostess: Gadsden Chapter enough 
rest 


Carolinas Division 
Time: May 17-19 
Place: Washington Duke Hotel, Durham, N. C. 
Hostess: Durham Chapter 
Delaware-Maryland-D.C. 
Time: May 17-19 
Place: Hotel Alexander, Hagerstown, Md. 
Hostess: Hager Chapter (Hagerstown, Md.) 
Florida Division 
Time: May 24-26 
Place: The Golden Gate Hotel, Miami Beach 
Hostess: Miami Chapter 
Georgia Division 
Time: May 24-26 
Place: The Bon Air Hotel, Augusta 
Mississippi Division 
Time: March 23-24 
Place: Hotel Heidelberg, Jackson 
Hostess: Malabouchia Chapter (Jackson, Miss. ) 
Tennessee Division 
Time: March 15-17 
Place: The Read House, Chattanooga 
Virginia Division 
Time: May 24-26 
Place: The Ingleside Inn, Staunton 








4 Keep 


fit 








5 Ease up— 
and relax 


















6 Help fight 
heart disease 


+ 


HELP YOUR HELP YOUR 
HEART FUND HEART 
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Meet me in ST. LOUIE - 





ree That’s the slogan for 
Convention No. 12 on our Hit Parade of Conventions—in 
St. Louis, July 17-20, 1957. 

An array of “hits” has been planned for your pre- 
convention enjoyment. Audrey Reimler, chairman of Trips, 
Transportation and Special Events, and her committee have 
lined up activities to keep you going right up to and 
through the Convention. We hope many of you will plan 
to arrive the weekend of July 13 to see “The City of a 
Thousand Sights!” 

On Monday, July 15, there are two tours (morning and 
afternoon) scheduled for Grant’s Farm just outside of St. 
Louis. This is the estate of Mrs. August A. Busch, Sr. and 
is maintained and operated by Anheuser-Busch, Inc. The 
275-acre tract includes land once farmed by Ulysess S. 
Grant, famous Civil War general and 18th president of the 
United States. The cabin built and occupied by him while 
he farmed the land still stands. Careful planning and Jand- 
scaping have made Grant's Farm one of the showplaces of 
the Middle West. 

Guests are met at the entrance by miniature rubber-tired 
sightseeing trains that carry 58 passengers each. Visitors are 
taken on a tour of the grounds along winding roads past 
large lakes on which swans, ducks and geese make their 
home. The trains wind through the game preserve amidst 
deer, elk, antelope, buffalo, long-horn cattle, and smaller 
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game that roam freely among the trees. The tour passes the 
Busch main house, where August A. Busch, Jr., president of 
Anheuser-Busch, and his family reside. It moves on to the 
Bauernhof and other buildings located on a hilltop. The 
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Bauernhof is modeled after the central building of European 
estates and is a combination stable, garage and barn. Here 
is kept a noted collection of coaches, gigs, carts, and sleighs. 
The trophy room is filled with hundreds of silver cups and 
ribbons that the Busch horses have won in shows through- 
out the country. There is also a miniature zoo. Following 
the tour, visitors receive a souvenir booklet. This is a most 
unusual trip and well worth the $1.00 charge. (Transporta- 
tion provided to the Farm.) 

Tuesday afternoon a Gray Line Tour of St. Louis is 
scheduled which will give you an opportunity to get 
acquainted with the city. You will see the Memorial Plaza, 
downtown shopping and business districts, levee of the 
mighty Mississippi, Eugene Field’s birthplace, and other 
points of interest. The trip will pass through the foreign 
section and South St. Louis on your way to the Anheuser- 
Busch Brewery where there will be a stop for a guided tour. 
Then on to the Missouri Botanical Gardens, known in St. 
Louis as Shaw’s Garden. The garden ranks second only to 
the famous Kew Gardens of England. 

The Gray Line tour continues to Forest Park, second 
largest public park in America. There will be a stop to visit 
the Zoological Gardens. Driving on through this lovely 
park past lakes, fountains and lagoons, you will see the Art 
Museum, Jewel Box, renowned Municipal Open Air Thea- 
tre, and then a stop at the Jefferson Memorial, home of the 
Missouri Historical Society and unique collection of tro- 
phies, gifts, etc. received by Charles A. Lindburgh as a 
result of his famous trans-Atlantic flight in the “Spirit of 
St. Louis.” 

After leaving the park you will pass Washington Uni- 
versity and on through the fine homes district of west St. 
Louis, returning downtown via boulevards lined with cathe- 
drals, churches, temples, and Aloe Plaza. Tour cost: $2.50 





Se ee? 





plus tax. 
You'll want to come back and spend a day in Forest Park 
—visit the famous animal shows. The Chimpanzee Circus 


(continued on next page) 
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by MILDRED JOECKEL, Editor, The St. Louis Salute 





Union Station and Milles Fountain. 


hc vy ed 





Jefferson Memorial. 





Shaw’s Garden. 





St. Louis Art Museum. 





S. S. Admiral excursion boat. 
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(continued from preceding page) 

is one of the world’s funniest animal shows and admission 
is free. Nearby is the Jewel Box, a magnificent, modernistic 
botanical exhibit. Have lunch at the Art Museum and then 
view the fine collections of classics and works of the mod- 
ernists; see the Hall of Sculpture; the authentic Gothic 
chapel, and period rooms of American and British eras. 
Your day will have been a wonderful experience and you 
will return to the Sheraton-Jefferson tired but happy. 

How about a cruise on the S. S$. Admiral—the huge air- 
conditioned wonderland that floats down the Mississippi 
River? There are evening, daytime, and Saturday afternoon 
trips at nominal prices. Five big decks are yours for fun and 
relaxation—a top deck with steamer chairs where you can 
suntan or moontan as the shores of Illinois and Missouri 
slip by. A top-flight band is featured for ballroom dancing 
and refreshments are available anytime. 

Seats have been reserved for Friday night, July 19 at the 
Municipal Opera in Forest Park. Located on a hillside in 
the center of Forest Park, this world-famous summer out- 
door theatre has attracted faithful St. Louisans since 1919 





OH. TO BE BACK 
AT MY 
TYPEWRITER!!! 





Yes, and think of all the pleasurable mo- 
ments that she’s missing by not using the 
best in typewriter papers—SPHINX ... 


A PAPER FOR EVERY 
OFFICE USE! 














SAXON PAPER CORPORATION 
240 WEST I8th STREET - NEW YORK Il, N. Y 
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and visitors count it a “must” on their list of things to do 
and seein St. Louis. You will see an outstanding musical 
comedy or light opera performance—as yet, we do not have 
the name of the production for July 19. You won't want to 
miss this evening of gay musical entertainment—$3.50 in- 
cludes reserved seat transportation to and from your hotel. 

Other evenings you may want to visit an air-conditioned 
movie. Have you seen Cinerama? Now's your chance! Just 
five blocks east of your hotel is the only midwestern movie 
house within 300 miles showing Cinerama. 

Like amusement parks? Ferris Wheels—Roller Coasters 
—Merry-go-round—Dodge’Em and other thrill rides? Be 
a kid again and visit Forest Park Highlands—bus stop at 
the entrance. There’s a picnic area, swimming pool, and a 
ballroom featuring well known bands. 

Spend an hour or two in Old St. Louis. Visit the Camp- 
bell House Museum at 15th and Locust—two blocks from 
the Sheraton-Jefferson Hotel. This is the former residence 
of Robert Campbell, explorer, Indian fighter, fur trader, and 
leading citizen of St. Louis during the 1850's. The original 
Victorian furniture and household effects have been pre- 
served intact. You'll delight at its charm. 

Walk to the levee and see the beautifully restored Old 
Courthouse overlooking the Mississippi—scene of the fa- 
mous Dred Scott case and site of early slave auctions. Near- 
by is the Old Cathedral where the first mass was celebrated 
in St. Louis in 1764. Each building has its own museum. 

For the sportsminded—St. Louis is the home of the Na- 
tional League St. Louis Cardinals baseball team. No doubt 
there'll be a game at Busch Stadium—easily reached by 
special Express buses. There are 9- and 18-hole golf courses 
in Forest Park with equipment rental at nominal fees. 
Bowlers will find many bowling establishments—all air- 
conditioned. 

Nightlife? Hotel Chase has the Chase Club, Steeple- 
chase, and Zodiac Cocktail Lounges, the latter featuring 
cocktail dancing on Saturday at 5 p.m. For the quiet little 
places with soft music—visit The Rendezvous Room at the 
Sheraton-Jefferson and Town and Country at Hotel Con- 
gress. If you like Dixieland Jazz—there’s The Strip on 
DeBalivere Boulevard where many plush and unplush night- 
spots feature this type entertainment. 

Start planning NOW to spend your vacation in St. Louis 
and enjoy midwestern hospitality. Come early so you won't 
miss anything before the Convention gets rolling. You'll 
want to attend every session of your Twelfth NSA Conven- 
tion. You will hear noted speakers, visit educational clinics, 
see the latest business office displays, and have an oppor- 
tunity to meet your national officers. 

Write direct to Miss Audrey Reimler, 8918 Riverview 
Boulevard, St. Louis 21, Missouri for reservations for any 
of the tours or special events her committee has planned 
for YOU. She'll be glad to answer any questions you may 
have. 

Join the HIT PARADE next July! 
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national affairs. 


Todays Women In Civil Defense 


by JEAN Woob FULLER, Director of Women’s Activities 


The national Women’s Advisory Committee to Civil Defense meets in Washington, D. C. 
Nelson Rockefeller, Jr., then Special Assistant to the President, briefs the Committee on 


Federal Civil Defense Administration 


T.. work of America’s women 


volunteers is positive proof of a basic truth in these atomic 
times—real civil defense must be an American way of life. 

That it has become a way of living for a large number 
of women is seen in the final figure of a recent nationwide 
survey: nearly 70 percent of the civil defense volunteers in 
this country are women. 

Our training and work are preparing women to meet 
almost any emergency and to protect their families in time 
of accidents, natural disasters, or enemy attack. Highlights 
of the increasing participation by women in the nation’s 
security are seen in a review of civil defense for the year 
just finished: 

The FCDA National Women’s Advisory Committee com- 
posed of representatives of 52 national organizations and 
100 active civil defense leaders met in Washington, D. C. 
It heard recommendations that more civil defense leadership 
be promoted in national women’s organizations, and that 
the Survival Through Emergency Preparedness (STEP) 


(continued on next page ) 


View of “Something New’—Mamie Eisenhower takes a close 
look at the shoulder patch on a new gray-blue dungaree outfit 
worn by Daisy McClure as new uniforms of the Civil Defense 
Corps are modeled at the White House. At right, wearing a 
two piece dress uniform is Mrs. Jean Wood Fuller, director of 
Women’s Activities of the Civil Defense Administration. 
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Program of FCDA’s Warden Division be actively carried 
on throughout the nation. 

Two nationally known broadcasters, Doris Corwith and 
Hazel Markell of NBC, and Jean Mooney of NEA News 
Feature Syndicate, accepted membership on the Committee, 
contributing much of their talent to civil defense. 

The American Legion Auxiliary at its national conven- 
tion adopted the STEP program as a project for 1957. The 
Auxiliary also held the fourth annual Civil Defense Home 
Protection Course in cooperation with FCDA Staff College. 

Professional and business women’s organizations gave 
leadership to the development of community plans through- 
out the nation. Members of the PTA, working with school 
administrators, helped to develop plans for the protection of 
school children. Many organized test evacuations. 

Medical and hospital auxiliaries and nursing organiza- 
tions found new roles in civil defense. They now teach first 
aid and home nursing, and assist hospital administrators by 
training for emergency service in local hospitals. 

A special civil defense course for registered nurses was 
held in September at FCDA headquarters. Emphasis was 
placed on civil defense aspects of health services and the 
educational and training programs for nurses in civil de- 
fense. 
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(Left) Mrs. Jean Wood Fuller, director of Women’s 
Activities Division, Federal Civil Defense Administration, 
models the new civil defense women’s uniform—the 
dress ensemble. 


(Right) Mrs. Fuller models the new civil defense wom- 
en’s uniform—the work ensemble. She is holding a civil 
defense radiological monitoring instrument. 


Women played a leading role during the year in develop- 
ing a nationwide program to interest the young people of 
America in taking a more active role in civil defense. A 
conference of representatives of 14 leading national youth 
organizations was held at FCDA headquarters in Battle 
Creek. One result was an increase of civil defense activity 
among these organizations. 

The idea of the traditional Grandma’s Pantry, its shelves 
loaded with food ready for any emergency, was expanded 
during the year. Housewives were urged to stock seven-day 
supplies of food in the home as survival insurance against 
enemy attack or natural disaster, and to have a three-day 
evacuation-survival kit ready to be placed in the family 
automobile in any emergency. 

The first light duty rescue instructor course exclusively 
for women was given at the FCDA Rescue Instructor 
School, Olney, Maryland, in April. Instruction was given 
along the Olney School’s famed “Survival Street” in such 
skills as knot-tying, searching procedure, first aid, casualty 
handling, building damage assessment, basic fire-fighting, 
elements of radiological monitoring, use of light rescue 
trucks, and rescue from limited heights and from debris- 
choked basements. The course was so successful that it was 
repeated in September. 

Across the nation during the year, women also stepped 
up their civil defense activities in auxiliary police work and 
recruitment of volunteers for the Ground Observer Corps. 

During the year, women were further identified in civil 
defense work when FCDA introduced attractive new uni- 
forms in “civil defense blue’—a soft shade of gray-blue. 
Nationwide acceptance of the new women’s uniforms was 
climaxed when a special fashion show was staged at the 
White House for Mrs. Eisenhower. 

At the local level, women emerged prominently on the 
civil defense scene during 1956. Here are two: Mrs. Cleo 
Maletis of Portland, Oregon, Mrs. America 1956, first be- 
came interested in civil defense at a PTA meeting when 
she saw the film, “The House in the Middle.” It made her 
civil defense-conscious, and she assumed an active role in 
promoting the Home Protection Exercises. This year, she 
will travel throughout the United States, appearing before 


(continued on page 29) 
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New Luxco Dictating Machine Stand 
Your dictating machine can be placed 
on this new attractive Luxco stand leav- 
ing your desk clear for more work area. 
The Model B150, Luxco’s new stand, is 
designed and built for functional perfec- 
tion. Silent portability, smart, modern 
appearance, strong sturdy construction, 
full storage space for correspondence 
and supplies, with brackets for micro- 
phone and foot pedal cords are a few of 








the many features. Adhesive - backed 
metal, square top retainers, furnished 
with every stand, can be located any 
place on top to hold machine in place. 
Unit shipped knocked down to save 
shipping cost and storage space. Easy to 
assemble in a matter of minutes—tre- 
quires only four bolts. This model is the 
newest member in the line of office ma- 
chine stands manufactured by Badger, 
Inc., LaCrosse, Wisconsin. 


The Art of Dictation 


“Notes to Dictators,” published by the 
Soundscriber Sales Corp., 146 Munson 
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Street, New Haven 9, Conn., describes 
the art of dictation—capturing one’s 
thoughts and ideas through oral expres- 
sion subsequently transferred to paper. 
This 22-page booklet is prepared in out- 
line form and is designed to simplify 
dictation and increase the efficiency of 
the dictator. Write to the company for 
copies. 
Peirce Introduces First 
Portable Dictation Machine 
That Works Anywhere 

A new, book-size 414 Ib. dictation ma- 
chine that operates on two self-contained 
batteries, as well as on office, car, and 
home current, is announced by Peirce 
Dictation Systems, Inc., Chicago. For the 
first time all the convenience and per- 
formance features of the most modern 
office dictation units have been engi- 
neered into an all-transistor portable 
that works anywhere, with or without 
electrical outlet. Called the Peirce Secre- 
tary, it is completely compatible with 
office transcribing machines. 

Unlike miniature recording machines, 
the battery powered Peirce Secretary is 
a complete dictation unit. It incorpo- 
rates instant playback and review at any 
dictation point as often as desired; full 
context listening with end-of-letter and 
instruction marking on index slip. The 
Peirce magnetic belt dictation medium 
holds fifteen minutes of dictation and is 
transcribed on standard office units. 
Belts may be mailed in ordinary en- 
velopes, filed or reused thousands of 
times. 

The Peirce Secretary has the latest print- 
ed circuits and complete input-output 
volume control. A dynamic, close-talking 
microphone insures clear voice pick-up 
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and safeguards privacy of dictator's mes- 
sage. A “press-to-talk” and- “press-to- 
listen” microphone control actuates the 
motor immediately—eliminating warm 
up time and extending battery life. Indi- 
cator light indicates when the machine 
is running and when batteries need re- 
placement. 

The unit opens new opportunities for 
traveling business and professional peo- 
ple in on-the-spot handling of everything 
from simple correspondence to compli- 
cated reports. It can be used in car, of- 
fice, home, plane, train or outside any- 
where—without ever having to worry 
about a power outlet. And—it can be 
operated from a carrying case as easy as 
taking a picture. 

Incorporating the magnetic, automatic- 
erase dictation system, the Peirce Secre- 
tary insures the production of clear, 
errorless dictation. The user’s voice alone 
simultaneously wipes out misstatements 
and inserts corrections or changes. 
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NEWS... 





ALICIA COGAN 
161 Prospect Park West 
Brooklyn 15, L. I., New York 


NORTHEASTERN DISTRICT 


Members of Harrisburg Chapter ( Pa.) 
attended the Christmas meeting of the 
local NOMA chapter. The program, 
pointed to common problems of the sec- 
retary and management, featured Doro- 
thy Eckbreth, past president of Pitts- 
burgh Chapter (Pa.), as guest speaker. 

Framingham Chapter (Mass.) held 
a whist party for the benefit of its schol- 
arship fund. A Gay Nineties party high- 
lighted Boss Night, at which Mr. S. Fry- 
berg, boss of Massachusetts Division 
Treasurer Lillian Call, won Boss of the 
Year title. A Christmas party was held 
to wrap gifts for distribution by the 
Framingham District Nursing Associa- 
tion to needy children. 

Brockton Chapter (Mass.) inaugu- 
rated a successful home study group, 
which meets weekly at the local library, 
and is proving very helpful. The chap- 
ter celebrated its first birthday by dis- 
tributing Christmas gifts to children at 
local hospitals. 

Beaver Valley Chapter (Rochester, 
Pa.) treated its members’ mothers to a 
holiday turkey dinner, and entertained 
them with Christmas music and a grab 
bag. A collection at the meeting pro- 
vided a generous contribution for the 
Red Cross Hungarian Relief Fund. 

After hearing a humorous talk by 
Ralph C. Benson on “The Theatre of To- 
day and Yesterday” at the December 
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NEWS... 


meeting, members of Providence Chap- 
ter (R. I.) filled two large boxes with 
Christmas packages for patients at the 
State Infirmary and Mental Hospital. 

At the December meeting of Lock- 
port Chapter (N. Y.), Mrs. Peter Jen- 
sen recited the story of Christmas bells. 

Remembering those who could not 
enjoy Christmas at home, members of 
the Bronx County Chapter (N. Y.) dis- 
tributed Christmas presents to patients 
in the TB ward of Montefiore Hospital. 

At the Christmas party of the Nor- 
walk Chapter (Conn.), a collection was 
taken for the Society for Advancement 
of Retarded Children. After the party 
the members wrapped gifts for the men- 
tally ill at Fairfield State Hospital. 

The annual Christmas party of Long 
Island Chapter (Nassau County, N. Y.) 
featured a pantomime skit, carol singing, 
and a collection of presents for the Nas- 
sau County Home for the Aged. 

In spite of “soupy” weather which 
made driving hazardous, there was good 
attendance at the Christmas party of 
Norwich-New London Chapter (Conn.). 
All members participated in the special 
Christmas project—a gift collection at 
the party for patients at the Norwich 
State Hospital. 

North Shore Chapter (Lynn, Mass.), 
to celebrate its first anniversary, com- 
pleted a civic project of typing 9,000 en- 
velopes for use in a drive for funds for 
the North Shore Association for Retard- 
ed Children. The chapter also provided 
a needy family with clothing and a holi- 
day food basket. 

Commanding Officer John G. Strain, 
of the Camden Corps Salvation Army, 
spoke at the December meeting of Cam- 
den Chapter (N. J.). He outlined the 







aims and endeavors of his organization 
and accepted gifts of toys from the 
chapter for Christmas distribution. 

Prospective members of Teedyuscung 
Chapter (Easton, Pa.) heard a talk by 
Augusta V. “Buddie” Hurst of Quaker 
City Chapter (Philadelphia, Pa.) on the 
history, opportunities, and privileges of 
NSA. 

In November, Brantford became the 
fifth chapter in Canada to receive an 
NSA charter. Mary Brenkach, the new 
president, accepted the charter and a 
gavel from Nancie Scott, president of 
Horseshoe Falls Chapter (Niagara Falls, 
Canada), who conducted the ceremony. 
Nancie was assisted by Isabel Vigna, 
chairman of the installing committee. 
Mr. R. E. Beckett, Board of Trade rep- 
resentative, welcomed the group and dis- 
cussed the role of secretaries in the com- 
munity. The GL District Brantford 
Chapter is the second Canadian chapter 
to be installed by NE District Horseshoe 
Falls Chapter. 

Members of the Binghamton Chapter 
(N. Y.) practiced cake, jam, and pickle 
making. Sale of the goodies brought new 
dollars into the chapter treasury. 

A sizable sum from a Sak-O-Silver 
raffle provided a fat nest egg for the 
treasury of Uniontown Chapter (Pa.). 

The Hazleton Chapter (Pa.), organ- 
ized last June, has presented programs 
on CPS by President Elizabeth Bray of 
Wilkes-Barre Chapter (Pa.) and on hu- 
man relations by the executive secretary 
of the Hazleton Chamber of Commerce 
and the personnel director of the Dorr- 
Oliver Corporation. The members are 
now working diligently for recognition 
in the Pennsylvania Division Achieve- 
ment Award Contest. 
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“Good Human Relations” was the 
theme at a half-day workshop of the 
Allegheny Valley Chapter (New Ken- 
sington, Pa). Hugh P. McKnight, train- 
ing director for the Aluminum Com- 
pany of America, addressed the group, 
and films of actual office situations pre- 
ceded a general discussion. 

On December 9, Worcester Chapter 
( Mass.) installed the Southbridge Chap- 
ter (Mass.) at the Cohassee Country 
Club in Southbridge. Serving as presi- 
dent of the new nineteen-member chap- 
ter is Mrs. Bertha Misiaszek. 

The Quaker City Chapter (Philadel- 
phia, Pa.) heard an address by R. N. 
Williams II, tennis champion and di- 
rector of the Historical Society of Penn- 
sylvania, who described his rescue many 
years ago from the sinking steamship 
Titanic. For a second year, the chapter 
has sponsored a course at Temple Uni- 
versity Evening School to prepare for 
the CPS examination. 

Among the distinguished members of 
Newark Chapter (N. J.) is Mary Quig- 
ley, CPS, who teaches a course in “Sec- 
retaryship” each Monday evening at 
Seton Hall College in Newark. Mary re- 
cently took part in a Rutgers University 
personnel training forum, speaking on 
“CPS—Forward Look for Secretaries.” 


ANNE FROHMAN 
7208 Field Ave. 
St. Louis 16, Missouri 


SOUTHWESTERN DISTRICT 


Stellar Chapter (Downey, Calif.) held 
its Christmas party on December 8 at 
the Turf Club. A brief outline of the 
NSA structure was given by Treasurer 
Lillian Wells, which was followed by a 
talk on the appreciation of secretaries by 
management by Stellar Chapter’s hon- 
orary member, E. A. Holmes III, man- 
ager of a branch of the Engineering De- 
partment at North American Aviation, 
Inc. Christmas gifts were exchanged, 
and Mrs. Margaret (Penny) Hammond, 
president, was presented with a well- 
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deserved CPS pin. Dancing followed and 
everyone present had a most enjoyable 
evening. For its Christmas welfare proj- 
ect, the chapter collected food, clothing 
and toys, which were donated to the 
Welfare Department at North American 
Aviation, Inc., for their needy families. 

Queen Beach Chapter (Long Beach, 
Calif.) held its annual Christmas party 
on December 4 at Victor Hugo’s. Tables 
were decorated with attractive holiday 
centerpieces made by member Florence 
Hansen. So the needy would not be for- 
gotten, chapter members contributed 
cans of food for distribution at Christ- 
mas time. Also, a collection was taken 
for the City of Hope. 

The first two weeks in December were 
busy but happy for members of Wilshire 
Chapter (Los Angeles, Calif.). A theatre 
party was given for members and their 
guests at the Glendale Center Theatre 
on December 5, and on December 7 the 
annual Christmas party was given at the 
home of Helen Hudson, to which mem- 
bers brought gifts for residents of St. 
Ann’s Maternity Home. “I’m Going to 
Have a Baby” was the subject of a very 
interesting talk by Inez Kennedy at the 
December 12 business meeting. The 
chapter’s Study Group program, de- 
signed to assist those who are interested 
in the CPS examination, is in full swing. 

Monterey Peninsula Chapter (Calif.) 
has the singular honor of being the first 
chapter in the Southwestern District to 
install two new chapters in a double in- 
stallation ceremony. On December 1 
Pajaro Valley Chapter (Watsonville, 
Calif.) and Santa Cruz Chapter (Calif.) 
were installed at Deer Park Tavern, with 
Reatha Iversen, 1st vice president of the 
California Division, as the installing off- 
cer, assisted by Dorine George, 2nd vice 
president of the Division. Linnea Bohrer, 
secretary to Senator Grunsky, is presi- 
dent of Pajaro Valley; Marjorie Della- 
monica, secretary to the City Attorney, 
is president of Santa Cruz Chapter. Lee 
Bower, New Chapters chairman, was 
mistress of ceremonies. Also on the pro- 
gram were Lorraine Anderson, president 
Monterey Peninsula Chapter, who ex- 
tended greetings; and Barbara Godwin, 
vice president, who spoke on “The His- 


tory of NSA and the CPS Program.” 
Claire Arkush and Pauline Wasson were 
in charge of decorations. Among out-of- 
town guests present were: Doris Men- 
dosa, treasurer, California Division; La- 
verne Craven, president, Gateway Chap- 
ter; Velma Barnett, public relations rep- 
resentative, Los Angeles Chapter; Ruth 
Ropero, vice president, Salinas Chaptec. 

“The King and I” was the theme of 
the third annual Executives’ Night din- 
ner given by S Bar M Chapter (Salinas, 
Calif.). At a joint meeting with the Na- 
tional Office Management Association, 
Chapter President Adeline Harmann out- 
lined NSA aims, purposes and activities. 
It was unanimously decided to make this 
an annual event. Seven members attend- 
ed the Southwest Regional Conference 
at Santa Barbara. 

Members of Kaw Chapter (Topeka, 
Kans.) decided to hold business down to 
a minimum at the December meeting, 
in order to enjoy their Christmas party. 
Tables were beautifully decorated, and 
each plate was individually illuminated 
by a tiny candle. Christmas carols were 
sung by a group around the piano. Dr. 
Max Morgan of the First Baptist Church 
showed slides of his recent trip to the 
Holy Land. He explained each picture in 
a most entertaining manner, furnishing 
a travelogue-type story of his entire trip 
complete with the many humorous inci- 
dents connected with travel in a foreign 
land. Jean Engler of the National Dairy 
Council gave a talk on the art of candy 
making and demonstrated the wrapping 
of gift packages. 

“Thinking Effectively” was the topic 
of the very successful one-day workshop 
sponsored by the three chapters of Great- 
er Kansas City—W yandott ( Kansas City, 
Kans.) , Heart of America and Westport 
(Kansas City, Mo.) — in cooperation 
with the University of Kansas City, on 
November 3. Members of Westport 
Chapter served ice cream and cookies to 
children of The Red Shield Nursery at 
their annual Christmas party. The smil- 
ing faces of these children brought joy 
to the hearts of all. 

Christmas in Mexico was the theme 
of St. Louis Chapter’s (Mo.) Christmas 
party at Hotel Chase on December 11. 
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NEWS from the Five Corners of the NSA 


. Attending the ninth annual Executives Night of Spindlette Chapter 


(Gastonia, N. C.) are Mrs. Jean Herring, Judge Julius Sanders, 
Rosa Miller, SEVP, and Mrs. Margaret Ensley. 


. Lighting the candle on the gaily decorated cake in celebration of 


the Coral Gables Chapter (Fla.) first birthday is Mrs. Clara John- 
son, president, and watching are Mrs. Peggie Leonard, first VP, 
left, and Mrs. Polly Andrew, second VP, right. 


. Pictured here are members of the Boss Night Committee and a 


guest of Detroit Transcript Chapter (Mich.): first row, Marie 
Kennedy, Kay Vartanian, Mary Pena; second row, Jennie Pesick, 
Margaret Treanor (Association secretary), Lenore Forti, and Anne 
R. Bucciero (chapter president). 


. Participating in Windsor Chapter (Ont.) initiation ceremony are 


Mrs. Helen Hilton (initiate), Mrs. Eileen Woods (chapter presi- 
dent), Clare Jennings (GLVP), Beverly Clancy and Genevieve 
O'Connor ( initiates). 


. Examining the CPS certificates awarded to two Oregon Trail Chap- 


ter (Portland, Ore.) members are Sarah Montoya of Los Angeles, 
member of the CPS Institute, who presented the awards; Thomas 
W. Delzell, executive of the Portland General Electric Co.; Elva 
E. Nelson, CPS recipient, secretary to Mr. Delzell; Mrs. Arthur G. 
Kaplan, CPS recipient, a legal secretary; and Mrs. Hazel A. Kellar, 
Oregon Trail Chapter president. 


. Eagerly anticipating their work with the newly installed Hermosa 


Cliffs Chapter (Durango, Colo.) are the officers: Marie K. Holm, 
treas.; Marian W. Hogler, pres.; Ruth C. Williams, corres. secy.; 
Shirley W. Stratton, VP.; and Ilah D. Royce, rec. secy. 


. Pajaro Valley Chapter (Watsonville, Calif.) and Santa Cruz Chap- 


ter (Calif.) installed in double installation ceremonies by Mon- 
terey Peninsula Chapter (Calif.). Members of the installing chap- 
ter are: Lorraine Anderson, pres.; Lee Bower, New Chapters 
chairman; Barbara Godwin, Ist VP and co-chairman of New 
Chapters Committee. Also seen here are Marjorie Dellamonica, 
pres. Santa Cruz Chapter and Linnea Bohrer, pres. Pajaro Valley 
Chapter. 


. Members of Kaw Chapter (Topeka, Kans.) gathered around piano 


for singing of Christmas carols at annual Christmas party. 


THE SECRETARY—February 1957 











. Mrs. Evelyn Meyer crowns Mr. Roy B. McCrorey at Atlanta Chapter (Ga. ) 
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Executives’ Night Dinner-Dance. 


. Mary Brenkach, president of new Brantford Chapter (Canada), receives 


NSA charter from Nancie Scott, president of installing Horseshoe Falls 
Chapter (Canada). Isabel Vigna, right, is chairman of New Chapter Com- 
mittee. 


. Members of New York City Chapter (New York) staffed a secretarial panel 


for the Communication Skill Clinic on “Developing More Effective Writing 
Skills,” sponsored by the American Management Association’s Executive 
Action Course in the Sheraton-Astor Hotel, New York. L to r, Mae H. 
Waddell, Ellen R. Timmons, Maybelle D. Brown, chapter pres., Marie B. 
Johnson, and Athena I. Catala. 


. Dorothy Espelin, left, Connecticut Div. pres., presents CPS Award to Char- 


lotte Kaidy of the Danbury Chapter (Conn.), first member of the chapter 
to pass the examination. Looking on is Miss Kaidy’s employer, Mr. Joseph 
F. Engelberger, general manager of the Aircraft Products Division of Man- 
ning, Maxwell and Moore. 














NEWS from the Five Corners 
of the NSA (continued ) 
Members and guests brought gifts for 
inmates of the State Hospital. Approxi- 
mately 30 members assisted the Salva- 
tion Army at the Tree of Lights cere- 
mony. 

Big D Chapter (Dallas, Tex.) had its 
traditional Christmas tree, a real, live 
Santa Claus and gifts for everyone. Three 
of its scholarship winners received spe- 
cial gifts. Mary Stroz was the winner of 
the beautiful mink stole, which she re- 
ceived as a result of the sale of tickets 
for the annual scholarship fund drive. 
Dr. Ruth Anderson was one of the spe- 
cial guests who attended the party. The 
chapter is beginning a series of weekly 
lectures on business law. A similar course 
in economics will be started soon. It is 
hoped that as a result of these courses 
the chapter will soon have several new 
CPS holders. 

Houston Chapter (Tex.), as part of 
its efforts to form a new chapter in 
Huntsville, held a New Chapter Tea in 
that city on December 8. Sixteen pros- 
pective members were entertained. A 
panel gave information on NSA and 
answered specific questions. As one of 
the ways of increasing attendance at reg- 
ular meetings, a ten dollar door prize 
will be given beginning in January. The 
December meeting was a Christmas 
party held at Alabama Catering Service. 
Officers, directors, and committee chair- 
men were presented to members and 
guests and given an opportunity to brief- 
ly explain the work of their group. “San- 
ta Claus” distributed gifts to members 
and guests. 

At its November meeting, Caprock 
Chapter (Lubbock, Tex.) heard a most 
interesting and enlightening talk, “Life 
Insurance as an Investment,’ by Mr. 
George B. Long, a representative of the 
Southwestern Life Insurance Company. 
The chapter had its business meeting 
and annual Christmas party on Decem- 
ber 11 in the Flame Room of the Pio- 
neer Natural Gas Company. Gifts were 
exchanged by members. 
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DOROTHY STEPAN 
Lincoln, Nebraska 
531 South 18th St. 


Apt. 309 


NORTHWESTERN DISTRICT 


NSA contribution to civic service 
again is evidenced as seven members of 
Tall Corn Chapter (Council Bluffs, Iowa ) 
assisted in preparing a mailing for a 
T.B. seal drive in Council Bluffs. The 
chapter gained an active member through 
the transfer of Jean Hieke, formerly of 
Fort Dodge, Iowa, who was a member- 
at-large. November was Tall Corn Chap- 
ter’s tenth birthday and guests included 
members of Ak-Sar-Ben Chapter (Oma- 
ha, Nebr.). Speaker of the evening was 
Jane Marie Peterson who displayed her 
collection of bells—sacred, service and 
ornamental—and narrated a history of 
bells from their origin to present day. 
She climaxed her unique and informa- 
tive talk by playing a medley of tunes 
on her Swiss bells. Mabel Armstrong, 
Lois Stone, and Fern Thoreen presented 
short skits covering three office situa- 
tions and their proper handling: (1) 
receiving callers, (2) telephone practice, 
and (3) human relations with fellow 
workers. 

Minn-Arrow Chapter (Duluth, Minn.) 
members heard Wilber Andre, treasurer 
of the local chapter of NOMA, speak on 
the Telephone and Letter Clinic held in 
Duluth in November. Barbara Young, 
Denfield High School student, gave a 
short talk in observance of American 
Education Week. 

A film entitled “Deep Gold,” which 
depicted the story of the Home Stake 
Mining Company of Lead, South Dakota, 
was the feature of the last educational 
meeting of Melior Vita Chapter (Sioux 
Falls, S. Dak.). 

Information on “Contracts and Nego- 
tiable Instruments” was given to Mt. 
Rushmore Chapter (Rapid City, S. Dak. ) 
members by Archie Bangs, guest speaker 
at the November meeting. The educa- 
tion committee reported that members 
Mildred Lux, Louisa Rose, and Kathy 
Wynne have appeared before several 











local service clubs to explain the CPS 
examination which is to be given at the 
Black Hills Teachers College at Spear- 
fish, South Dakota. Mt. Rushmore Chap- 
ter also reports favorable publicity re- 
garding NSA activities on the weekly 
Toastmistress program over a local radio 
station. 

At a luncheon in her honor at the 
Omaha Athletic Club, Ruth O’Keefe of 
Ak-Sar-Ben Chapter (Omaha, Nebr.) 
was presented her CPS Certificate by 
NWVP Mrs. Lily Okura. Guests in- 
cluded her mother and sister, her em- 
ployer Ellsworth Moser and his wife, and 
representatives from Pioneer Chapter 
(Fremont, Nebr.), Cornhusker Chapter 
(Lincoln, Nebr.) and Tall Corn Chapter 
(Council Bluffs, Iowa). Mr. Moser, 
president of the United States National 
Bank, Omaha, spoke to the group 
emphasizing the importance of a secre- 
tary to her employer and his business. 
The chapter now has four CPS holders. 

Many and varied were the ways in 
which NSA chapters displayed their gen- 
erous and sympathetic natures during the 
1956 Christmas season. 

Handicapped children were the recipi- 
ents of voluntary cash contributions by 
members of Tall Corn Chapter (Council 
Bluffs, Iowa). 

Sioux Chapter (Sioux City, lowa) re- 
membered, with a gift fund, a member 
long hospitalized. 

The Hallie Q. Brown Community 
House is richer by $25.00, which was 
donated by St. Paul Chapter ( Minn.) 
as their traditional Christmas gift. 

The Civic and Philanthropic Commit- 
tee of Hawkeye Chapter (Des Moines, 
Iowa) accepted gifts of clothing and 
cash contributions for purchasing Christ- 
mas gifts for two needy families. 

A holiday basket was prepared under 
the supervision of the Welfare Commit- 
tee of the Minn-Arrow Chapter (Du- 
luth, Minn.) for a deserving family. 

Cornhusker Chapter (Lincoln, Nebr. ) 
again this year collected groceries and 
cash for a Christmas dinner basket for 
a needy family. 

Likewise, Ak-Sar-Ben Chapter (Oma- 
ha, Nebr.) gathered packages of food 
and cash which they delivered to the 
same two families they served last year. 
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Melior Vita Chapter (Sioux Falls, 
S. Dak.) again brought gifts to their 
Christmas party which were delivered to 
the same family the chapter sponsored 
last year. 

Along with acts of kindness for the 
less fortunate, NSA chapters found time 
to enjoy companionship and fun in gay 
holiday parties. 

All members and one guest were 
present at the annual Christmas party 
held in conjunction with the regular 
meeting of Tall Corn Chapter (Council 
Bluffs, Iowa). Climax of the evening 
was a drawing for door prizes which 
turned out to be toy musical instruments. 
The winners were designated the official 
Christmas Orchestra and the meeting 
was adjourned to the tune of “Jingle 
Bells.” 

Sioux Chapter (Sioux City, Iowa) 
enjoyed a social hour and an annual 
Christmas dinner at the Sheraton-Martin 
Hotel. The program included carol sing- 
and piano selections played by Donna- 
belle Benson. 

The executive committee of the Minn- 
Arrow Chapter (Duluth, Minn.) was 
host to chapter members at a Christmas 
party held at The Flame. Feature speak- 
er was Mrs. Joseph C. Priley, Duluth 
authoress, who writes under the pen 
name of Margaret Ann Hubbard, and 
whose children’s books and mystery 
stories are very popular. 

St. Paul Chapter (Minn.) held its 
annual Christmas party at the St. Paul 
Athletic Club. Entertainment by the 
male choral group of the Northern States 
Power Company and a gift exchange 
added greatly to the Christmas spirit. A 
special guest was Ernestine Donaldson, 
associate dean of the CPS Institute 
(University of Minnesota), who pre- 
sented CPS certificates to Marian Ryan 
and Gertrude Helmstetter (St. Paul 
Chapter). Another special guest was 
Heather Claggett, a student in the School 
of Business at the University of Minne- 
sota, who is the recipient of the Minne- 
sota Chapters’ scholarship award. 

Hawkeye Chapter (Des Moines, Iowa) 
has already plunged into a new year 
of activities. It started the year 1957 by 
initiating eight new members at its 
January meeting and hearing an in- 
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formative report on the Hoover Com- 
mission. Another study group is being 
attended by chapter members planning 
to take the 1957 CPS examination. 

“To Open More Doors” is the current 
NSA theme, and so, appropriately, we 
open a new door—to 1957—with its 
new visions, new goals, new opportuni- 
ties, new challenges—a bright new year, 
untarnished and full of promise! 


Z. G. MCCANCE, CPS 
404 Hume Mansur Bldg. 
Indianapolis 4, Indiana 


GREAT LAKES DISTRICT 


The study group of Decatur Chapter 
(Ill.) has two members of the Sanga- 
mon Chapter of The National Associa- 
tion of Cost Accountants as leaders in Sec- 
retarial Accounting. The chapter's civic 
projects this winter included manning 
the kettles for the Salvation Army dur- 
ing the busy shopping hours at Christ- 
mas time. In January members did typ- 
ing for the Macon County Tuberculosis 
Association and The American Cancer 
Society. Ten new members were initiated 
at the January meeting. 

L’Anguille Chapter (Logansport, Ind.) 
celebrated its first Boss Night with a din- 
ner and an address on “Basic Character 
Disorders” by Dr. Frank D. Hogle, as- 
sistant superintendent of the Logansport 
State Hospital. President Mary Ellen 
Thornton gave a short talk briefing the 
bosses on the purposes of NSA. The 
“Boss of the Year” title went to Mr. Ed 
Becker, Alpha Industries. He won the 
honor by being high point man in an 
examination covering various topics and 
events. 

Windsor Chapter (Ont.) members 
were pleased to have Clare Jennings, 
GLVP, as guest speaker at the December 
dinner meeting. Her topic, “Take Your 
Place,” explained the many advantages 
of membership in NSA, and the talk was 
given excellent coverage in the local 
newspapers. She conducted the initiation 
of three new members, being assisted by 
Chapter President Eileen Woods. An- 





other guest at the meeting was the chap- 
ter's first president, Mrs. Winifred Cox 
Harvie, who now lives in Toronto, Chap- 
ter civic projects included the dressing 
of dolls which were given to sick chil- 
dren at Christmas and the assistance of 
30 members with the advance survey for 
the TB x-ray service during February. 

Marion Chapter (Ind.) assisted with 
the mailing of literature for the March 
of Dimes campaign in January. Mem- 
bers addressed approximately 10,000 en- 
velopes. 

Members and guests of Genie Chapter 
(Lima, Ohio) celebrated the holiday sea- 
son with a party at the Y.W.C.A. De- 
cember 17. Special music and carols 
were featured. 

Twenty-five members of The Forest 
City Chapter (Cleveland, Ohio) an- 
swered the call for volunteers in the fall 
campaign of the Arthritis and Rheuma- 
tism Foundation. A total of 164 hours 
were devoted to stuffing work kits, typ- 
ing letters, and answering telephone calls. 

Detroit Transcript Chapter (Mich.) 
held its annual Boss Night at the Shera- 
ton Cadillac Hotel. The Very Rev. 
Celestin J. Steiner, S.J., president of the 
University of Detroit, was an honor 
guest. Speakers were Bud Guest, son of 
Edgar Guest and noted commentator and 
humorist of Radio Station WJR, and 
Margaret Treanor, Association secretary. 
The highlights and purposes of the Asso- 
ciation were explained by Margaret, in- 
cluding the features and aims of our 
CPS program. Her talk was both illus- 
trative and humorous but most definitely 
brought home to the bosses the purpose 
and objectives of NSA. All of the dinner 
tables contained miniature gold crowns, 
and at a given signal each secretary arose 
and crowned her boss. 

Members of Hill City Chapter ( Mans- 
field, Ohio) have worked on their an- 
nual project of addressing envelopes for 
Boys Village and also assisting with the 
Richland County United Appeal Drive. 
In December the chapter members cele- 
brated the chapter's tenth anniversary by 
honoring the past presidents and charter 
members at a dinner party in the Mans- 
field-Leland Hotel. 

Tawasi Chapter (Fort Wayne, Ind.) 
held its Christmas dinner party at the 
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NEWS from the Five Corners 
of the NSA 


(continued ) 


First Evangelical United Brethren 
Church. Christmas stories were read by 
Lois Portman, and the group joined in 
singing carols. 

Tire Town Chapter (Akron, Ohio) 
members are conducting the second year 
of Counseling Service for high school 
senior girls. In order to evaluate the pro- 
gram, teachers in the twelve high schools 
have been asked to send the same four 
girls to each demonstration lecture. 
Meetings are held once a month, and 
subjects discussed are: Preview of the 
program with a tour of a large office 
(Ohio Edison) ; Techniques of Dictation 
and Transcription; Telephone and Re- 
ceptionist Techniques; Handling the 
Mail (trip to post office); Applying for 
a Job (actual interview); Personality 
and Dress; and Office Ethics and Eti- 
quette. After the girls have worked for 
a time, the employers will be asked if, in 
their opinion, these particular girls are 
better trained than other new employees. 
Tire Town is proud to add to its roster 
the name of Joan Warner, honor student 
and the first NSA Scholarship Award 
winner to become a member. She re- 
ceived the award in 1952 while a junior 
at the University of Akron. After the 
death of her father, she began working 
in the office of the Dean of Liberal Arts 
and continued in the evening classes. 
With the assistance of the award, given 
each semester, she received her BS in 
Secretarial Science in June, 1956. Joan 
received the Alpha Lambda Delta award 
presented to graduating women with the 
highest average. She was elected to hon- 
orary organizations: Alpha Lambda Del- 
ta (Freshmen Women’s Scholastic), 
Beta Delta Psi (Business Administra- 
tion), Pi Sigma Alpha (Political Sci- 
ence), Sigma Theta Tau (Secretarial Sci- 
ence), Alpha Sigma Lambda (Evening 
Session). She is now secretary to the 
manager of the Akron office of the Tex- 
tile Fibers Department of the E. I. du- 
Pont de Nemours Company. 

Middletown Chapter (Ohio) reports 
that Evelyn Day, Division past presi- 
dent, was invited to speak before a busi- 
nesswomen’s sorority at the University 
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of Cincinnati. Her subject, “Women in 
Business,” was very ably presented. 


SARA BELLE BROWN 
Huntingdon College 
Montgomery, Alabama 


SOUTHEASTERN DISTRICT 


The Atlanta Chapter had its Sixth An- 
nual Executives’ Night Dinner-Dance at 
the Dixie Ballroom of the Henry Grady 
Hotel. Mr. Gary S. Cutini, director of 
Agencies, Life Insurance Company of 
Georgia and president of Atlanta Sales 
Executives Club, spoke on “Getting 
Along.” Mr. Roy B. McCrorey, treasurer 
of the Georgia Power Company, was pre- 
sented the “Oscar” as the 1957 Executive 
of the Year by his secretary, Mrs. Evelyn 
Meyer, who wrote the winning letter 
nominating him for this award. 

Twelve new members were initiated 
into the Atlanta Chapter during Decem- 
ber. A number of dolls were dressed by 
the chapter members and were distrib- 
uted by the Salvation Army during the 
Christmas season. 

Big wheels and little wheels were very 
much in evidence when the Spindlette 
Chapter (Gastonia, N. C.) celebrated 
their Ninth Annual Executives’ Night. 
This occasion was held at the Gaston 
Country Club. Mrs. Jean Herring's essay 
won her employer, Judge Julius Sanders, 
the coveted silver cup which SEVP 
Rosa Miller presented. The executives 
were remembered with gifts and each 
member and each guest received a copy 
of the chapter's bulletin, “Cotton Tales.” 

On November 27 the Coral Gables 
Chapter (Fla.) celebrated their first 
birthday! Special guests present at that 
time were Marie Starr, Florida Division 
president; Sue Litsey, president of the 
Fort Lauderdale Chapter; and Rosalie 
Padget, president of the Miami Chapter. 

A special orientation meeting was held 
recently by the Daytona Beach Chapter 
(Fla.) at the Daytona Plaza Hotel for 
prospective members. Those present 
heard talks on the history of NSA, the 
aims and purpose, the functions of the 





committees; and a new member spoke 
on why she joined NSA. 


Hickory Chapter (N. C.) gave Rosa 
Miller a tea in honor of her election as 
Southeastern District vice president, at 
the home of Helen Abernethy. Approxi- 
mately seventy-five NSA members of the 
Carolinas Division were present. 


Members of the San Juan Chapter (P. 
R.) have been participating in many 
civic activities by helping in the fund- 
raising drives for the Cancer League, 
Boy Scouts, and Cerebral Palsy. There 
are twenty NSAers attending a refresh- 
er course at the University in prepara- 
tion for the forthcoming CPS examina- 
tion. San Juan Chapter gave a Christmas 
Party at a needy institution in their city. 

The Palmetto Chapter (Columbia, S. 
C.) in co-sponsorship with the School of 
Business Administration, University of 
South Carolina, presented a successful 
workshop in connection with the forth- 
coming CPS examination. The NSA 
Panel was made up with Sara Shealy as 
moderator, SEVP Rosa Miller, and Jose- 
phine Bradford, president, Carolinas Di- 
vision. The CPS Panel was composed of 
Dr. V. DeVere Smith, head, Department 
of Secretarial Science, USC; moderator, 
Mrs. Louise S. Fritts, member of the 
CPS Institute; and Mrs. Ada Thomas, 
CPS. 

Mr. John Steigner, assistant vice pres- 
ident, Colonial Life & Accident Insur- 
ance Company, spoke on “The Secretary 
of Tomorrow”; Mr. Macon P. Miller, 
director of Economic Development, 
South Carolina State Chamber of Com- 
merce, briefed them on “Human Rela- 
tions”; Mr. E. E. Bauer, manager of the 
Capacitor Plant, General Electric Com- 
pany, Irmo, South Carolina, told them 
“What Management Expects of a Secre- 
tary.” 

The Capital, Executive, and Presiden- 
tial Chapters (Washington, D. C.) unit- 
ed their talents to encourage high school 
students to enroll in secretarial studies. 
The Business Department of Washing- 
ton Lee High School, Arlington, Vir- 
ginia, invited NSA to assist in an assem- 
bly program. This program was a new 
approach by the Educational Commit- 
tees of the chapters. 
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al Today's Women in Civil Defense (continued from page 20) 
To inform women of civil defense activities, an improved 


women’s groups, seeking active support of these exercises. 

Proving that age is no barrier against being an active 
civil defense worker, a lady 73 years “young” won the 
coveted wings of a Ground Observer Corps volunteer at 
the Casper Wyoming Filter Center. 

For this year, the plan is to set up Women’s Advisory 
Committees in each of FCDA’s seven Regions to widen the 
scope of women’s activities. More and more Women’s Ad- 
visory or Coordinating Committees are being established at 
state and local levels to cooperate in the dissemination of 
information to the community. 

The family program of Home Protection Exercises will 
be aggressively promoted during 1957. An FCDA pamphlet 
on the family action program was revised in mid-1956. It 
gives instructions on what to do when an alert sounds, how 
to prepare a home shelter, how to prevent home fires and 
how to fight them, how to act in emergency to save lives, 
how to rescue family members trapped in the debris of a 
damaged home, and how to administer first aid treatment. 
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FCDA newsletter entitled “By, For and About Women in 
Civil Defense” will be given still wider distribution this 
year. The publication contains news and feature stories of 
women in civil defense, plus latest developments in civil 
defense activity among women’s organizations. 

These are only some of the examples of 1956 and the 
plans for 1957, in which women have and will play an im- 
portant role in America’s safety and security. They are the 
proof of a fundamental truth that the whole nation must 
recognize—civil defense, in these times of uncertainty, is a 
dynamic way of life. From women and from our homes 
must come the inspiration in action to keep our country free 
today and for all tomorrows. 

One of the world’s greatest moving forces for this vital 
work is you. You in civil defense, in states, cities, villages, 
on farms and ranches—anywhere. Waiting for you is a par- 
ticular civil defense job, “a pair of shoes” that only you can 
fill. 
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The Philosophy of 
Parliamentary Law 
(continued from page 13) 

public meetings: “Know all about par- 
liamentary law, but do not try to show 
off your knowledge. Never be technical, 
or more strict than is absolutely neces- 
sary for the good of the meeting. Use 
your judgment; the assembly may be of 
such a nature through its ignorance of 
parliamentary usage, and its peaceable 
disposition, that strict enforcement of 
the rules, instead of assisting would 
greatly hinder business; BUT in large 
assemblies, where there is much work 
to be done, and especially where there 
is liability to trouble, the only safe course 
is to require a strict observance of the 
rules.” 

In every organized society there are 
two groups of people: leaders and fol- 
lowers. For every member of the group 
there should be a time to initiate and 
lead, and a time to appreciate and fol- 
low. Member efficiency is acquired 
through knowledge and practice. With- 
out a knowledge of the bylaws, member 
efficiency is impaired. Members are po- 
tential officers, therefore it is essential 
that they have some understanding of 
parliamentary procedure. Honors be- 
stowed by an organization always carry 
obligations; therefore, those who accept 
responsibilities of leadership must under- 


stand the fundamental rules and learn 
the technique of conducting meetings. 
Faith in, and dedication to, the objec- 
tives, the policies and the accepted pro- 
cedures of your organization are neces- 
sary qualifications for leadership in it. 
The success of your organization depends 
largely upon the attitude and skill of 
the presiding officer who should be im- 
partial, courteous, tactful, dignified, firm 
and self-controlled. The reason for rules 
is to facilitate business and insure fair 
consideration of all questions. The pre- 
siding officer who is familiar enough 
with parliamentary law to inform the 
assembly on proper procedure, and who 
himself observes these rules, will be safe 
from legal difficulties. 

Someone has said, “Ethics are an un- 
written code which all of us understand 
to be one of good manners and a high 
standard of conduct which would reflect 
credit upon the individual member and 
the organization with which he is in 
membership. Established ethics require 
every member of an organized group to 
be loyal to its purpose and support its 
projects.” 

As we behold parliamentary law and 
its application to our meetings, we be- 
come increasingly aware of the fact that 
“parliamentary procedure is the ethics of 
public places—the etiquette of public 
gatherings.” 





WE ARE TRULY 
SORRY ... 


when the postman fails to bring 
you the current issue of The Secre- 
tary. And if you will send a post- 
card to: Circulation Dept. The 
Secretary, One Gateway Center, 
Pittsburgh 22, Pa., we will be hap- 
py to furnish you with the missed 
copy. 

HOWEVER, you should expect 
to miss at least one and sometimes 
two issues whenever you change 
your address, unless you notify 
your headquarter’s office in ad- 
vance. The Post Office Depart- 
ment usually does not forward the 
magazine to you after you have 
moved; instead, your former ad- 
dress is clipped off your copy of 
the magazine and returned to the 
publisher so that a corrected name 
plate can be made for you. Some- 
times this requires more time than 
you might think necessary. 

Your Publisher 

















(continued from page 9) 


Tranquilizers 
law, maintaining cooperation, and preserving discipline is 
good and conformity of thought, feeling, opinion, and be- 
lief is not good. Today’s pioneers are alert to this problem. 
They weigh and decide according to the merits of each issue 
and according to their own best judgment. 

These are individuals who are first identified according 
to their assets, potentialities, and uniqueness as persons, and 
not in terms of their political party, their religious faith, 
their occupation, or the clubs to which they belong. 

Fourth, they love life. They are not free from trials and 
tribulations or tensions and anxieties, but they are able to 
look life in the eye and meet its challenges. Part of their 
zest for living I believe to be the result of their achieve- 
ments, and these pioneers are indeed those who achieve. 
Part of it I believe to be an all encompassing optimism to- 
ward the future, regardless of the number of years which 
may be in their past. They are not satisfied with the past or 
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the present, and they do not rest on the laurels of past 
achievement. They look toward the future. 

The list of characteristics could be extended, but I shall 
conclude it when I say that they have a deep and abiding 
religious faith through which they retain an affirmative 
view of life without dodging its “negative” realities. 

Today's pioneers are mature people and they are tranquil 
in a very special sense. There’s an enviable calmness about 
them which I believe to be the result of their having met 
successfully many of life’s challenges, of their having made 
a real contribution to the society in which they live, of 
their having kept faith. 

The National Secretaries Association (International) can 
be proud that its membership rolls contain so many names 
of individuals whose first goal is not tranquility, but rather 
self-improvement, improvement of their profession, and 
effective participation in the business world and in their 
communities. 
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So much a part of you (continued from page 6) 


the majority. The elected officers operate the Association 
through its employed executive secretary on a budget pre- 
pared by the treasurer and approved by the committee on 
finance. 

The long-range planning program for NSA, accepted in 
1955, is being accomplished a step at a time, as resources 
permit. A “new look” is beginning to take shape through- 
out our Association to better service our growing member- 
ship, to be of assistance to the secretary, and the young 
women still in high school or college who will become 
tomorrow's secretaries; and to better assist management 
meet the demands of our enlarged business economy of today. 

Greatness in nations, like greatness in people, is born of 


vision. Our world of today sprang from the visions of yes- 
terday—our world of tomorrow will be shaped by our visions 
today. So much a part of this great world of ours is NSA, 
whose visions of today will shape our destiny of tomorrow. 
It is said that he who has patience may compass any- 
thing. Patience being one of the top attributes of our pro- 
fession tells us, by the very nature of its being, this will be 
so with us . . . as resources permit and a system unfolds. 
So it is that the ledger shows the debits and credits in 
balance and the dividends paid in continued service going 
out to our stockholders. The progress of NSA through the 
years and its continued progress in years to come is so much 
a part of you. 
YOUR ASSOCIATION 
BOARD OF DIRECTORS 





(continued from page 11) 


Brotherhood Week 


A RULE FOR BROTHERHOOD 
by OvETA CULP HoBBy 


The one drawback to annual observances of any kind is 
that out of habitude, we tend to become phrasemakers who 
no longer listen to our own pat phrases. 

In all the editorials and speeches which will be made be- 
fore this week is done, the word “brotherhood” rolls off 
again and again until it sounds easy. 

But brotherhood doesn’t come in a package. It is not a 
commodity to be taken down from the shelf with one hand 
—it is an accomplishment of soul-searching, prayer and 
perseverance. 

Brotherhood takes self-aware practice. 

The rule of thumb is a simple one: Regard each man and 
woman as an individual. Not as a Catholic, a Protestant or 
a Jew. Not as a Negro, Anglo-Saxon or Asiatic. 


SPEAK UP FOR BROTHERHOOD 
by JAMES KERNEY, JR. 
Editor, The Trenton (N. J.) Times 


Brotherhood is like the weather. Nearly everybody talks 
about it. 

There isn’t much any of us can do about rain or snow. 
But there’s a lot all of us can do about Brotherhood. 

Of course, we pay it lip service. We know that our Con- 
stitution gives everybody civil rights, including freedom of 
worship and belief, freedom to think and read and speak. 
We all speak up for these constitutional liberties. And talk 
about Brotherhood, just talk itself, is a good thing. It keeps 
us thinking about our neighbors and it keeps advertising the 
need for understanding. 

We need to remind ourselves that democracy is a system 
of free men banded together to keep freedom in a free 
country. Freedom can flourish only where there is under- 
standing. Prejudices and discrimination, intolerance and 
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persecution exist only where there is ignorance. That’s why 
talk about Brotherhood is good for democracy. 

Beyond talk, there is more we can do. All over America 
there are organizations helping to spread Brotherhood. 
There is the National Conference of Christians and Jews, 
and there are Councils for Human Relations in many cities. 
There is the great work of the Boy Scouts and the Girl 
Scouts which helps promote Brotherhood. Giving blood to 
the Red Cross is Brotherhood at work. For that matter, a 
simple “hello” to a neighbor is Brotherhood. 

This is Brotherhood Week and we are more conscious 
right now of what Brotherhood means. It will help America 
and every American to make every week Brotherhood Week. 


BUT! 
by FAITH BALDWIN 


People often take pride in prejudice; they are not 
ashamed, Heaven pity them! And yet prejudice—which is 
hate and envy, which is the slimy feeling of false superior- 
ity—is, together with nationalized greed, the root of war, 
weapons to destroy a people and a nation. 

I believe that the extermination of prejudice is not ac- 
complished by wars but by ordinary men, women and chil- 
dren, through their attitudes toward one another. In recent 
years the people who have most helped me, outside of my 
immediate family, are Jews and Gentiles, Catholics and 
Protestants. I turn to them in trouble, I ask their prayers, 
knowing there is one God for us all. 

Mankind’s worst enemies do not always fight openly, 
stating: “I hate this .. . or that. Take it or leave it.” Such 
are easier to meet in combat. No ‘\e worst are those who 
operate as underground murmurs: the stabbing word, so 
casual; the undermining phrase, spoken in good humor. 
Usually they declare their way by saying, “You understand 
I haven't a shred of prejudice personally ... but...” 

Never let it pass. Pin it down, drag it out. Ask: Why? 
Ask: When and where? Present your rebuttal and in no 
spirit of apology. 
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No...the IBM Electric can’t handle the petty cash but... 


it will produce The IBM gives you typing to be proud of —always 
uniform no matter what touch you use. And it’s the 


better typing... world’s simplest electric—in design and operation. 
Best of all, the IBM requires 95.4% less “finger- 


, effort” than a manual—to make your job easier! 
save time ; 
——— Why not tell your boss what a wonderful difference 

the IBM can make in your office . . . and how it will 


and energy, too! pay for itself by reducing typing costs? And be sure 
to remind him that the IBM is America’s first, finest 


and favorite electric typewriter by far! 
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—OUTSELL ALL OTHER ELECTRICS COMBINEDS 














